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HR BW/BI Financial InfoCube

The BW/BI Financial InfoCube section provides an overview of the BW/BI Financial InfoCube, including
basic steps‘for running the BW/BI Financial reports and applying user-defined settings to the reports.

Topics'covered in this section include:

» BW/BI Financial InfoCube Overview

BW/BI Financial Reports Overview

BW/BI Financial Report Variables

Defining BW/BI Financial Report Variables
User-Defined Settings for BW/BI Financial Reports

vV V V V VY

Using the Goto Command

The BW/BI Financial InfoCube section is intended for BW/BI Financial InfoCube
End Users and Power Users.

It is recommended BW/BI Financial End Users and Power Users read all BW/BI
Self-Paced Learning Materials prior to reading the BW/BI Financial InfoCube
section:
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BW/BI Financial InfoCube Overview

The BW/BI Financial InfoCube Overview section provides an overview of the BW/BI Financial InfoCube.

Topics covered in this section include:

> BW/BI Financial InfoCube Overview
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HR BW/BI Financial InfoCube Overview

The BW/BI Financial InfoCube is populated with data received from HRMS and AFRS. The BW/BI Financial
InfoCube includes:
> Employee and Position level Payroll/Financial data.
» Employee Cost Distribution by Master Index, Appropriation Index, Program Index, and
Organization Index data.

The diagram below displays the reporting elements included in the Financial InfoCube (AFRS Payroll
Account - ZPY_C51):

Infocube: AFRS Payroll Accounting Data (ZPY C51)

Appropriation Index Detail

Appropriation Index

: Employee Unit
Time AFRS Fund
1D
AFRS AFRS_Appropriation
Calendar Day [In Period Position 1D RELLE AT "gadﬁtef Account
Pay Date) AFRS_Approriation Typs oding
AFRS Unz of p
Measure AFRS_Appropriation Character
AFRS Master Index
AFRS_Projact
AFRS_Sub Project
AFRS Time AFRS_Project Phase
Key Figures (Payroll Accounting Data)
el bl AFRS_Msjor Group
AFRS_Fiscal Month Dollars Hours Staff Morths pEEs KOG R
AFRS_Fiscal Quarter AFRS_Sub Source
AFRS_Fiscal Year AFRS_Object
AFRS_Biznnium AFRS_Sub Object
Pay Period Start Date P AFRS_Sub Sub Object
Pay Period End Date Organization Index Detail AFRS_County
e AFRS_CaylT:
For Period Pay Date - R ;. CityTown
eneral Ledger AFRS Program Index -
AFRS Org Index = AFRS_Work Class
AFRS_Function :
AFRS_Division AFRS_Transacton Code AFRS_Budget Unit
AFRS_Frogram ]
AFRS_Branch AFRS Reversal Indicator s s Lame
AFRS_Sub Program $
AFRS_Secton AFRS Current Decument RGN RernSence
Mumber AFRS_Activity
AFRS_Unit
AFRS Agsncy AFRS_Sub Activity
AFRS_Cost Center
AFRS Sub-Agency AFRS_Task

Continued...
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-l 4 ' BW/BI Financial InfoCube Overview, cont...

The following illustration shows the Extract, Transformation, and Load (ETL) process of data from HRMS to

AFRS where the data is exploded. The exploded data is then transmitted to HRMS BW/BI into the Financial
InfoCube.

Employee & Position
Master Data
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HR BW/BI Financial Reports Overview

The BW/BI Financial Reports Overview section provides an overview of the BW/BI Financial Reports.

Topics covered in this section include:
> BW/BI Financial Reports Overview
»  Accessing BW/BI Financial Reports from the HRMS Portal
»  Selecting a BW/BI Financial Report
> Running a BW/BI Financial Report
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HR BW/BI Financial Reports Overview

BW/BI Financial reports are large and contain many rows and columns. These reports were designed to
provide users with flexible reporting options.

Users will have the ability to set User-Defined settings from the report results. User-Defined Settings
allow/'the user to add or remove Rows or Columns, set Filters, and Sort. These User-Defined Settings can
then be saved as a Bookmark in the user’s Favorites folder from their web browser. When the Bookmark
is run from the Web Browser, the report results will be displayed with all user-defined settings.

The three BW/BI Financial Reports included with the BW/BI Financial InfoCube are:

]

Report Name Report Description Category
Distribution of Payroll and Displays employer costs by employee and by AFRS Financials
Related Costs account distribution to the ‘sub sub object’ level

as entered on the position or employee record.

Position Cost Displays employer costs, FTE’s, overtime hours, Financials
overtime amounts, and shift differential amounts
for each position and class title within the agency.

Who Charged Displays employee data including what the Financials
employee was paid, basic employee data, ‘sub sub
object’, cost assignment information, etc.
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Wls:!!!m:cessing BW/BI Financial Reports from the HRMS Portal

BW/BI Financial reports are accessed from the HRMS Portal. Instructions for logging on to the HRMS Portal
are included in the BW/BI Self-Paced Learning Materials - Logging on to HRMS Portal section.

3 SAP Enterprise Portal 6.0 - Microsoft Internet Explorer EEX

El ‘
Refresh  Home

Welcometo Washington State’s Human Resource Management System

HRMS PORTAL

This is a secure application and available only to
Washington State employees.

Lag on Problems?
Get help: DOPHelp@dop wa gov

MR copyignt June 2005

For information on logging on to the HRMS Portal, reference the BW/BI Self-Paced Learning Materials from the
Customer Support Website:

Continued...
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Hn Accessing BW/BI Financial Reports from the HRMS Portal

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS
Portal:

Click on “Bl Reports” to Bl Reports
view categories
Distribution of Payroll and Related Costs 1
4] q
Detailed Navigation E - Click on the F‘inancials.
By default, the category to view the list of
Organization * Distribution of Payroll and Related Costs BW/BI Financial reports
Management = Monthly Position Cozt Report
|| category is = Who Charged Report - Summary Available Variants: - | Save || Save Az || E5I5t5| Shi
selected and the .
Position-Personnel Portal Favorites C General Variables
Master Listing is Variable S Liil Lezeio
displayed Appropriafion m]
AT =
Bl Reports
Organization Management | Personnel Administration | LayoffData | Time Management | Payroll | Financials | HRM Performance Measurement
Once the Distribution of Payroll and Related Costs
Financials category | [ e ©—— (]
is selected, the petaiied Havigation T veriabie entry
Detailed ] B N Tt
Navigation pane I . ::':lwh:;“;m;eﬁ?zﬁ:ﬂw Available Variants: = || save |[ Save As... | [ Delete | %
will display the list
of BW/BI Financial rtal Favorites _ElIF General Variables
reports to choose Variable & Current Seisction Description
from. I Appropriation
| Budget Unit
The Distribution of | [
Payroll and Sub-sgency | €1 AFRS Agency
Related Costs I Grganizational Unit - Selection (Optional)
report is dlsplayed I PROGRAM INDEX
by default L Org Index
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Selecting a BW/BI Financial Report

The example below uses the Distribution of Payroll and Related Costs report to show how to select a

report from the HRMS Portal.

To select the Distribution of
Payroll and Related Costs report:

Bl Reports WEBGLUI
1 A Cl.ick the FinanCialS Category Organization Management Perzonnel Administration Time Management Payroll Financials HRK Performance Measurement
. Distribution of Payroll and Related Costs - - — — ~
link. [41¥] P [ \
I Detailed Navigation UFriabIe Entry |
2. Click the report name link T aT . | :
| from the = Who Charged Report - Summary Available Variants: J Save || Save As Delete | Show Variable Perzcnalizaticq
. . o - I General Variables I
Deta] led NaV] gatlon pane M m Portal Faverites \ “fariable = Current Selection Descriptidn
|/ — tzﬁrﬁﬁﬁfﬁyfwfrnf======7 fzfz/
R q Bl Ry Appropriation 7 -
Result: A variables . orogect / -
o Q 7
selection box will appear to — Agency = | AFRS Agency // e
allow the user to enter [alv] . /I
variables (selection criteria) | Detailed Navigation [l variable Entry ad

Welcome Jane Doe

~

for the report:

- /

I\

= Distribution of Payroll and Related Costs

= Monthhy Position Cozt Report
= Who Charged Report - Summary

~
Poytal Favorites

Available Variants:

General Variables

Click here to show /
hide the Detailed
Navigation pane

[ Click here to scroll
| left/right in the Detailed
| Navigation pane

|

IE Wariable = Current Select
* Number of Pay Periods 9
Appropriation
Budget Unit

J Save | Save As... | Delete |i

|

|

[ e ]
I Detailed Havigation

Section 13: BW/BI Financial InfoCube
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Running a BW/BI Financial Report

The example below uses the Distribution of

Variable

Payroll & Related Report to show how to run a
BW/BI Financial report.

To run/a BW/BI Financial Report:

=

1. Enter variables.
Variables with an asterisk are
required fields.

Note: To ensure variables are
valid, click the Check
button prior to running the report.

=

Click the OK button
to run the report.

!

Avrailable Wariants:

Entry

J Save

Save As...

Delete

Show “ariable Personalization

General Variables

“fariable &
Number of Pay Periods

Current Selection De=cription

1 1

Appropriation

Budget Unit

Personnel Area - Select (Optional} 1110 Dept of Personnel
Payroll Area - Selection (Optional)

Project

REEEE <4 AFRS Agency
Sub-Agency
Organizational Unit - Selection (Optional)

PROGRAM INDEX

Org Index

Allocation Code

In Period (¥yyw¥pp) 200310 200810
For Period {(vywvvpp) (]

Position (O ptional}

HR as of date (mm/ddinyyy) [Key Dats] 08/03/2008 06/03/2008

Check

Bl Reports

Organization Management

| Perzonnel Adminigtration | LayoffData | Time Management | Payrol

Distribution of Payroll and Related Costs

[{30] 4
Detailed Navigation

= Distribution of Payroll and Relat:
= Monthty Position Cost Report
= Who Charged Report - Summary

Result: Report results
with selected
variables.

Portal Favorites

Distribution of Payroll and Related Cosis

| Financials |

HRM Performance Measurement | Griev

Display As |Table

|v| | Information || Send || Print Version || Export to Excel || Comments

* Columns

= Key Figures
> Rows

* Biennium

= Agency

= Sub-Agency

Biennium =
2009

* Organizational Unit

Agency s Sub-Agency >  Organizational Unit =

300 0

30004073 EXEC MSA ADMIN SERVICES DIV

Section 13: BW/BI Financial InfoCube
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HR BW/BI Financial Report Variables

WSD Personnel

The BW/BI Financial Report Variables section provides an overview of report Variables. Variables are
report selection criteria that allow the user to narrow report results to specific values (for example,
display results for a specific Agency only).
Topics covered in this section include:

> BW/BI Financial Report Variables
Selecting Multiple Variables
Deleting Variables

Personalizing Variables

YV YV VYV VY

Deleting Personalized Variables

Section 13: BW/BI Financial InfoCube 12



BW/BI Financial Report Variables

Variables are report selection criteria that allow the user to narrow report results to specific values. The
user may enter variables manually or click on the matchcode button to select a variable from a list.

Variables identified with an asterisk are required fields.

Variable Entry

Available Variants: J Save

The user may manually enter the
variable, or click the matchcode

button to bring up a list to choose from

SAVE AS... | D5I5t5| Show Variable Peggonalization

General Variables
\ariable =
* Number of Pay Pericds

Appropraton
Budget Unit
Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optional)
Project
Agency
Sub-Agency
COrganizational Unit - Selection (Oplion
PROGRAM INDEX
Org Index
Allocation Code
In Period (yyywpp)
For Period (yyyypp)
Po=ition (Optional)
* HR a= of date (mmiddivyyy) [Key Date

0K || Check

o ——— — — — — — i — — —

Current Selection

1

I,

Description

1

I Select values for Personnel Area (Z5_PAOP 0033)
Show tool: |Single values j ?IIJW view: AII\ j

Al T

A >~ seq Use the “Search” feature to
Maximum 1000 Refresh \ | find a specific variable. Enter
SEIE LS E : the variable value and click the
v r| “Search” button. Use an
| : Airway Heights Corr Cir Add » I aSteﬂSk (*) fOf' W]ldcard
= Americorp Star Vista 1 Remove I SearCheS.
Archaeology and Historic Pres I
=l I Select values for Personnel Area (Z5_PAOP 0003)
| Attorney General
— BD of Industrial Appeals g I Show tool: |Single values ﬂshnwview Search ﬂ
Bingen Wex E I . .
— I Search
Enter a value for
Personnel Area: I Personnel Area: [Text ||
jJ_ WMaximum [1000
I
Matchcode popup lis OR
N 7

—— — — —
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HR Selecting Multiple Variables

The example below uses the Distribution of Payroll and Related Costs report to show how to insert multiple
variables of the same type for a report.

To select multiple variables:

1. Click the matchcode button

2. At the selection screen, select the multiple values, click the “Add” button, and then click OK>.

Select values for In-Period (Z5_INPER 0003) =1 E&3
Show tool: | Single values ﬂ Show vigw: Al ﬂ
) Variable Entry
All Selections
WMaximum | 1000 Refresh ] Available Variants: J Sa-.-5| Save A5| Delet5| Show Variable Personalization
in-Period Key & [+] e EeTeTpt Generai Variabies
W D J = 200804 Wariable = Current Selection De=cription
J # J =| | 200605 *  Number of Pay Periods 1 i
Jl 20407 J = 200806 Appropriatien
— J =| 200807 _
| 200804 J = 200808 Budget Unit
[ 2o0s0s Personnel Area - Select (Optional) 1110; 1111; 3000; 4050
[ 200606 2 - Payroll Area - Selection (Optional)
HEMQ
[ 200807 \
. A
r, 2”$ Click the “Add” button to
_— . . . .
ECE i addhth‘; T“lt‘,ple Selec“‘:jns Result: Multiple variables
200611 to the Selection pane an
ﬂ so0e2 B : P have been added.
=] click the OK button to return
Enter a value for N
n_Period: to the variable screen.
gd Change Or: erjg
v
m s I Lit

Section 13: BW/BI Financial InfoCube 14



Deleting Variables

The example below uses the Distribution of Payroll and Related Costs report to shows two way to delete
a variable that was entered in error or to replace the current variable.

To delete a variable:

1. Highlight the text of the Variable and press “Delete” on the keyboard.

General Variables

Variable &

Mumber of Pay Periods

Appropriation
Budget Unit

Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optional)

Current Selection
1

1110; 1111; J000; 4050

De=cription
1
Highlight Variable values and
< press the Delete key on the
_ keyboard
LF

Project
OR
e T
Show tool: |Single values ﬂShnwview: All ﬂ
All Selections
Maximum | 1000 Refresh |
. = . Type Description
Click the matchcode and in the [ = 20080
“Select value” box, select the [ = 200808
variables, click “Remove” and [ = 200806
“OK” [ = 200807
|_ = 200608
] 200605
| 200808 o
| NAENT M
m Cancel

Section 13: BW/BI Financial InfoCube

Result: Variables have
been deleted

Variable Entry

A 4
Available Variants: J Eﬂ'-.‘El Save As... | Delete | Show Variable Personaliz

General Variables

Wariable = Current Selection Descy
* Mumber of Pay Periods 1 1

Appropriation

Budget Unit

Perzonnel Area - Select (Optional)

15



HR Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

“ Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
=== FOr example, in the illustration below the user is personalizing the Distribution of Payroll and Related Costs Personnel
Area variables for the report. Once the Personnel Area variables have been personalized, the same values will be
used for Personnel Area when the Position Cost or Who Charged reports. Once a variable is personalized, it is no

longer displayed on the variables screen. See Removing Personalized Variables for information on removing the
personalization of a variable.

Variable Entry

Axailable Variants: J Eﬂ'-.‘El SAVE AS... | Delety | Show Variable Perecrjjgrzﬁﬂticr

A
L

General Variables

. Fy
Variable = 0 Click here to access the

*  Number of Pay Periods | personalize variable options.
Appropriation
Budget Unit

Perzonnel Area - Select (Optional)
Payroll Area - Selection (Optionaly
Project
Agency
Sub-Agency
In Period (yywypp)
For Period (yyyypp)
Po=ition (Optional)
* HR az of date (mmiddivyvyy) [Key Date]

OK | Check Continued...
Section 13: BW/BI Financial InfoCube 16

Iy Ry [ R QN




HR Personalizing Variables, cont..

The example below uses the Distribution of Payroll and Related Costs Report to show how to Personalize
the Agency Variable.

To Personalize the Personnel Area Variable:

1. Enter the Personnel Area Available Variants: J Eﬂ'-.E| Save As... | EElE‘tEl Hide “ariable Personalization
Variable(s). _
General Variables
Variable = Current Selection De=cription
i « ’ *  Mumber of Pay Perinds 1 1
2. Click the “Select” button | — .
ppropriation

for the variable. o

\ Budget Unit

|_ Perzonnel Area - Select (Optional) 1110; 1114
Payroll Area - Selection (Optional)

In Period (yyyypp)
For Period (yyyypp)

N I [ I [

3. Select the “Add selected | —  Poston(©ptenal
variables to personalized | — = aserdate (mmiddyyy) [ey Date
variables list”. ”:J 3| ]2
L
Personalized Variables |.-5.dd selected variables to personalized variables Iist|
Variable = Current Selection De=cription

[[] Show Perzonalized Variables

OK || Check |

Continued...
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HR Personalizing Variables, cont..

Available Variants: J Sa-.-e| Save As... | D5I5t5| Hide Variable Personalization

Result: The Personnel Area
personalization has been added

General Variables

Variable = Current Selection De=cription
to the “Personalized Variables” _* Numberof Pay Periods 1 1
section _ Appropriation

Budget Unit
Payroll Area - Selection (Optional)
In Period (yyyypp)
For Period (yyyypp)
Po=ition (Optional)
* HR a= of date (mmiddfyyyy) [Key Datg]

|

AdJEIREN[EN

Personalized Variables

Once the Personnel Area

K . . . . Variable = Current Selection Dezcription
Var]able 1S personal]zed, ]t W]ll = Perzonnel Area - Select (Optional) 1110 1111 Dept of Personnel, Information Services Div
no longer be d]splayed as a [] Show Perzonalized Variables
variable option from the Zok] creck] [ variaste enry

Variables input screen.

[ One or more variables are perzonalized; click Show Variable Perzenalization link to dizplay them

You W_i ll See an “information (1) Available Variants: J Save | Save As... || Delete | Show Variable Perzonalization
. General Variables E
nOte tell] ng you that there are “fariable o Current Selection De=zcription
personalized variables. e 1 :
R . Budget Unit
ClICk “ShOW Var]able Payroll Area - Selection (Optional)

In Period (yyyypp)

For Period (yyyypp)
Position (Optional)

Personalization” to view any
variables that are personalized.

o e

HR a= of date (mm/ddiyyyy) [Key Date]

0K | Check

Section 13: BW/BI Financial InfoCube Continued... 18



Deleting Personalized Variables

The example below uses the Distribution of Payroll and Related Costs Report to show how to remove the
Personalized Variable for Agency from the Position Cost Report Variable screen.

To remave the Personalized Variable for Agency:

1. Click the Show Variable
Personalization button
to display personalized

Variable Entry

(@l One or more variables are perzonalized; click Show Variable Perzonalization link to dizplay them

variables.
Available Variants: J Save | Save As... | | Delete | Show Variable Personalization
2. Select the .
| l ed General Variables
per§ona 12 Variable > Current Selection De=cription
variable you want *  Mumber of Pay Periods 1 1
+tn romnun L
LU ICIIIVUVC, Annronriatinn [l
3.  Click on the == _:ﬁ?ﬂ
«
Remove selected Personalized Variables |Remmfe selected variables from personalized variables Iist|
Var]ables from Wariable & Current Selection Dezcription
personalize |_ Personnel Area - Select (Optional) 1110; 1111 Dept of Perzsonnel; Information Services Div
9 3 » . .
var]ables l]St ° D e Available Variants: JM Save As... || Delete | Hide Variable Perzonalization
Ok | Check General Variables
Variable = Current Selection Description
= F‘;r:nn;;l A:aa - ;:quct (Optional) ;110; 1111 Dept of Personnel; Information Services Div
. . . In I:erind (yyyypp)
Result: The Personnel Area variable will appear. =I5l &8
Personalized Variables
Wariable = Current Selection Description
[] Show Personalized Variables
[ ok || check
Section 13: BW/BI Financial InfoCube Continued... 19



HR Defining BW/BI Financial Report Variables

The Defining BW/BI Financial Report Variables section provides the basic steps for entering variables for

BW/BI Financial reports. BW/BI Financial reports require variable entry (selection criteria) prior to
running the reports.

Topics covered in this section include:

> Using the “HR as of date” Variable

> Defining Variables: Distribution of Payroll and Related Costs Report
> Defining Variables: Position Cost Report

F S LIV I S L1 e \AJLL

N~ g \ e - e e m e Do L
vertinimng variaples. Vvvilo Llldalgced Repolt

\%
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Using the “HR as of date” Variable

The “HR as of date” variable determines the “as of” date for certain employee attribute fields on the Financial
reports. The table below contains a list of employee attribute fields that are determined by the “HR as of Date”
and references the report(s) the fields are in:

Employee Attribute Field Distribution of Payroll Position Cost Who Charged
and Related Costs

Capacity Utilization Level X

Contract Type X X

Employee Group X
} Employee Status X

Employee Sub Group X

Job X

Multi-fill X

Organizational Unit X X X

Payroll Area X X

Personnel Area X X

Position X X X

Salary Unit Amount X

Seniority Date X

Other fields on the Financial reports are determined by the “In Period” or “For Period” variables, if entered by the user. If an In
Period or For Period variable is not entered, other fields will include all pay periods.

Section 13: BW/BI Financial InfoCube 21



srersonner DEFINING Variables: Distribution of Payroll and Related Costs Report
Distribution of Payroll and Related Costs Report

To define the Distribution of Distribution of Payroll and Related Costs
Payroll and Related Cost report
variables:

Variable Entry

Available Variants: J Sa-.-sl Save As.. | Delete | Show Variable Personalization

1. Enter a value for selected .
General Variables
report Variables or use the Wariable o Current Selection Description
I * Number of Pay Pericdz I 1 1
matchcode button to

Appropriation
access the matchcode list Budget Unit
! a Personnel Area - Select (Optional)
to SeleCt the VarlableS. Payroll Area - Selection (Optional) / -
*Fields with an asterisk Profect / et e o 5 \
Agenc}r All Selections l
are I'eqUIl'ed. Sub-Agency | Waximum (1000 [Refresn| ] |
- Organizational Untt - Selection (Optional} I . e - | s E’:;”::“;wmm |
In this example; PROGRAM INDEX | % Court of Appeals | ﬂ = EZ:S-:Eanqu:nErs |
Number of Pay Org Index | | vt s oo |
Periods and HR as Allocation Code I 5 E::s:::::::::: B :
of date are in Period (yyyypp) : i Moo |
requ]red fleldS For Period (yyyypp) I j Ez:z :::;::;sm I
Posiion Optona) | B e |
| ©  HRas ofdate (mmiddiyyyy) [Key Date] | | | osis regon |
i e |
2. Cl]Ck the OK —— Check : . [5][«] change order [~] 2| I
button. |
' ~ odemal
Result: The Distribution of Payroll and Related Cost report N Sample Matchcode Uist for Personnel Area . /
. ~ v
results are displayed. bbbttt o — — o

Number of Pay Periods: Required to calculate FTEs in the report results
In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for
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h

Position Cost Report

Defining Variables: Position Cost Report

To define the Position Cost report
variables:

Variable Entry

1./ Enter a value for selected
report variables or use the eneral Variables
matChCOde button to Wariable o Current Selection De=cription
. I * Number of Pay Pericdz I 1 1
access the matchcode list

Available Variants: J Sa-.-&l Save As.. | Delete | Show Variable Personalization

Appropriation
to select the variables. Budget Unit
Personnel Area - Select (Optional)
s N o
Fields with an asterisk Payroll Area - Selection (Optional)
Q Project
are required. 4
Agency / \
Show toot |Single values | v | Show view: Al |v|
SUD-AQEHW All Selections
Organizational Unit - Selection (Optional) Maximum 1000 [Refresn| a
i rsonnel Area Text & [=] cription
In thlS eXample) PROGRAM INDEX T " peaes J T‘:E zzulep;mgecurrcemer
Number of Pay Org Index | ot ot agpess T = ooc- hessarer
r Ceyote Ridge Corr Center J = DSHS Region 1

Periods and HR as
of date are
required fields

| criminal Justice Tmg Comm
[ Doc- Headquarters

J DSHS Headquarters

[ Dsts Region 1

J DSHS Region 1 DDD Field W Fonove ]
| pshs Region 1 50
J DSHS Region 2

| DsHS Region 2 DDO Fie
| pshs Region 2 501

Allocation Code

In Period (yyyypp)

For Period (yyvyypp)

Position (Optional)

| ©  HRas ofdate (mmiddiyyyy) [Key Date] |

e —_—— e —— — — ————

=]
2. Click the OK : B
hd -# Check Enter a value for
button. _ I —
Result: The Position Cost report results are displayed. i
\\ Sample Matchcode list for Personnel Area //
~ -~

——— e e —— — — — — — — — — — — —

Number of Pay Periods: Required to calculate FTEs in the report results
In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for
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h

Who Charged Report

To define the Who charged report
variables:

Defining Variables: Who Charged Report

Variable Entry

1./ Enter a value for selected
report variables or use the eneral Variables
matChCOde button to Wariable o Current Selection De=cription
. I * Number of Pay Pericdz I 1 1
access the matchcode list

Available Variants: J Sa-.-&l Save As.. | Delete | Show Variable Personalization

Appropriation
to select the variables. Budget Unit
Personnel Area - Select (Optional)
s N o
Fields with an asterisk Payroll Area - Selection (Optional)
Q Project
are required. 4
Agency / \
Show toot |Single values | v | Show view: Al |v|
SUD-AQEHW All Selections
Organizational Unit - Selection (Optional) Maximum 1000 [Refresn| a
i rsonnel Area Text & [=] cription
In thlS eXample) PROGRAM INDEX T " peaes J T‘:E zzulep;mgecurrcemer
Number of Pay Org Index | ot ot agpess T = ooc- hessarer
r Ceyote Ridge Corr Center J = DSHS Region 1

Periods and HR as
of date are
required fields

| criminal Justice Tmg Comm
[ Doc- Headquarters

J DSHS Headquarters

[ Dsts Region 1

J DSHS Region 1 DDD Field W Fonove ]
| pshs Region 1 50
J DSHS Region 2

| DsHS Region 2 DDO Fie
| pshs Region 2 501

Allocation Code

In Period (yyyypp)

For Period (yyvyypp)

Position (Optional)

| ©  HRas ofdate (mmiddiyyyy) [Key Date] |

e —_—— e —— — — ————

=]
2. Click the OK : B
hd -# Check Enter a value for
button. _ I —
Result: The Who Charged report results are displayed. ==
\\ Sample Matchcode list for Personnel Area //
~ -~

——— e e —— — — — — — — — — — — —

Number of Pay Periods: Required to calculate FTEs in the report results
In Period: Represents the month/year the employee was paid in
For Period: Represents the month/year the employee was paid for
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Hn User-Defined Settings for BW/BI Financial Reports

The User-Defined Settings for BW/BI Financial Reports section provides an overview of options available
to users once they have run a BW/BI Financial report from the HRMS Portal.

User-Defined Settings allow the user to add or remove Rows or Columns, set Filters, and Sort. These
User-Defined Settings can then be saved as a Bookmark in the user’s Favorites folder from their web
browser. When the Bookmark is run from the Web Browser, the report results will be displayed with all
user-defined settings.

Topics covered in this section include:

} >

V V V V V VYV

BW/BI Financial reports are large and contain many rows and
columns. These reports were designed to provide users with
flexible reporting options. Users have the ability to add/remove
rows or columns, filter report results, sort report results and save
their user-defined settings as Bookmarks for future use.

Remove Drilldown
Drilldown in the Rows/Columns
Free Characteristics

Keep Filter Value

Select Filter Value
Sorting

Bookmark (saving User-Defined settings)
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Remove Drilldown

BW/BI Financial reports were desighed to
provide the user with flexible reporting options.
Initial report results are large and contain many
rows and columns (Characteristics and Key
Figures). By using the Remove Drilldown option,
users have the ability to remove Characteristics
from the rows or columns of the report results.

The example uses the Distribution of Payroll and
Related Costs report to show how to remove the
AFRS Task Characteristic from the report results.

To remove the AFRS Program Index from
the Report Results:

1.  Right click on the AFRS Program Index
characteristic.

2. | Select “Change Drilldown ->Remove
Drilldown”.

You can also Drag&Drop the characteristic from the report results to
the Free Characteristics section to remove it from the report results.

Section 13: BW/BI Financial InfoCube

AFRS Program Index = Org Index = Project = Sub-
2009/102/0/ Back 3 2009/102/0/Not assigned 2009
2009/102/0¢ Goto » 2009/102/0/Not assigned 2009
2009102/ e 4 S0NGM NNt sesinned 300G
Change Drilldown Ll Drill Down By k
g e cast and Export * | Swap AFRS Program Index with * 9

2008102/ save Wiew Remove Drildown
2008111104
Propertiez 3
Calculations and Translationz #
Documents k
Sort AFRS Program Index 3
20081110300 2008/111/0Not a==igned 2005%/111/0/Not az=igned 2005
> Columns
* Key Figures
¥ Rows
= Biennium
v Agency
= Sub-Agency

LT TS DO i T LT

* Free characteristics

« Activity
* AFRS Task k’(

Continued...
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HR Remove Drilldown, cont...

Result: The AFRS Program Index Characteristic has been removed from the report results.

Master Index = Appropriation Index & Orglindex & Project &

20059/102/0Not as=igned 20091 02/0/570 2008 02005400 20051 02/0/Not assigned

20059111/0/Not az=igned 20051 1/04501 200f111/0/Not az=igned 200511 1/0/Not az=igned
AFRS Program Index &=  Orgfindex = Project = Appropriation ifdex % Org Injdex - Project =
20 ue:ﬂr_n}rwm 000 200/ 02/0/5400 20091020/ Slerhiely 2””91: e Slomrin
2009102052000 20081 02/0/5400 2008 020N 20081 11/04501 20001 11/0/Mot azzigned 2009/ 11/0/N

Report Results Before AFRS Program Index drilldown is removed Report Results After AFRS Task Drilldown is removed

If necessary, click any column header and select Back to Start from the Context Menu to return the report results to the original state.
See the BW/BI Self-Paced Learning Materials - Report Context Menu for more information on Back to Start.
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HR Drilldown in the Rows/ Columns

BW/BI Financial reports were designed to provide the user with e e e o
Location of the

flexible reporting options. The Drilldown option of the report Navigation Block

= Key Figures

~ Rows

results allow the user to add Characteristics to the report

. Agency fennium s Agency &
= Sub-Agency 0% 2009/102

reSUlts. = Organizatienal Unit

= Fund
= Master Index

The'example below uses the Distribution of Payroll and Related s g
Costs report to show how to use Drilldown in the Rows. e

= Project Phase
= Allocation Code
= Current Document Num
= Pay Period End Date
| * In-Period
= For-Period
= Employee
= Position

To drilldown in the Rows of the report results: s

* AFRS Task
* Appropriation
* Appropriation Charac

1. From the report results, click a characteristic in the
Navigation block. Wm
2. From the Context Menu, select “Change Drilldown” - ¢ s
. . o ropric Back ’
“Drilldown By” > “Vertical” L ooreprs o g
Fitter 4
* Branch Broadcast and Export ¥ Swap AFRS Taskwith  *» | Vertical
* Budget Ul gaye view Remove Drildown
= Business Swap Axes
® City/Towr  Pproperties 3
= Contract’ Calculations and Translations *
= Cost Cenl Documents 4
= County Sort AFRS Tazk 3
Continued...
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HR Drilldown in the Rows/Columns, cont..

Result: The AFRS Task Characteristic is added to the rows of the report results.

Organizational Unit >  Fund & Master Index = Appropriation Indef = AFHS Program Index &
AB 2008/300 2009102/0/Not as=igned 20091 02/0/970 Z008/102/0¢51000 - - o - - -
Fund = Master Index = Appropriation Index = § AFRS Task = AFRS Program Index =
2008/102/0452000
20059/300 200%102/0/Not assigned 20091 02/0/570 200910/102/0/500/1 0/Not assigned/ 20091 02/0/51000
2008/102/0/53000
2009/10/102/0/500/20/Not az=igned/ 200941 02/0/52000
2008/102/0/55000
200941001 02/0/500/30/Not as=igned/ 2009/102/0/53000
2008/102/0/58000
200941 0/102/0/500/50/Not as=igned/ 2009/102/0/55000
A 2009/415  2009/111/0/Not as=signed 20091 11/0/501 Z008/111/041 100
20091 0/102/0/500/80/Not as=igned/ 2009102/0/58000
Resuft
2009/415  200%/111/0/Not as=signed 200511 1/0/501 200910/111/0M 04 041 0/Not azsigned! 20094 11/0/1100
e EE}E}ERETE
Z008/111/041300
Bl 1114041400
Report Results Before Drilldown in Rows for AFRS Task Report Results After Drilldown in Rows for AFRS Task

Continued...
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Drilldown in the Rows/Columns, cont..

The example‘below uses the Distribution of Payroll and Related Costs report to show how to use

Drilldown. in the Columns.
To drilldown in the Columns of the report
results:

1. From the report results, click the
Navigation block icon of the report
results to expand the field options.

| 2. Click the “Change Drilldown” = ”Drill

of the report results.

* Free characteristics

= Activity
= AFRS Tash .
= Appropri

Goto 3
= Appropric _.

= Approgriz Change Drilldown ¥ Drill Down By 4
=k W Wertical

EETE Broaacast ang EX|:|EII'[ F owap AFRES 13

= Budget Lh

Save View Remove Drilldo
= Busziness Sywap Axes
= CitylTewr properties 4
® Contract” Calculations and Translations
= CostCenl Documents 4
= County Sort AFRS Task .3
= Divigion
= Function
= Major Group 2009/419  2008/111/0/Not a==ig
= Major Source

e R R NRE oo

Result: The AFRS Task Characteristic has been added to the columns of the report results.

Position = g 5
TOO04337 0447 0.210 540.33
TOO04£337 0447 0.120 337.70
TO004337 0447 0.100 270186
TOO004337 0447 0.020 67.54

Report Results Before Drilldown in Columns for AFRS Task

Section 13: BW/BI Financial InfoCube

AFRS Task  2009M0M102/0/500/M1 0/Mot as=igned! 20059110/ 0200/500/20/Mot az=igned/

Position 3=

70004337 0447 0210

Report Results After Drilldown in Columns for AFRS Task

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the BW/BI Self-Paced Learning Materials - Report Context Menu
for more information on Back to Start. 30
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WSD Personnt

Free Characteristics

BW/BI Financial reports were designed to provide the user with flexible reporting options. Free

Characteristics are optional Characteristics that are not displayed in the report
results when it is initially run. Users have the option of adding Free Characteristics

to the report results at run time.

The example below uses the Distribution of Payroll and Related Costs report to show how to add
Free Characteristics to the report results.

To add a Free Characteristic to report
results:

1.  From the report results, right click
the characteristic in the Free
Characteristics that you want to add
to the results.

2. Select “Change Drilldown” - “Drill
Down By” > “Vertical” to add the
characteristics to the Rows

3. Select “Change Drilldown” - “Drill
Down By” - “Horizontal” to add the
characteristic to the Columns.

Section 13: BW/BI Financial InfoCube

* Free characteristics

= Activity

= AFRS Task

= Appropriation
= Appropriation

nnnnnnnnnnnn

Back
Goto

N A

Branch - ——
an rilldown Dvrill v B k i
- Budgst Unit | ge rill Dowen By Herizental
_ Broadcast and Export P Swap Appropriation with ® || Vertical
= Huziness are .
Save View Remowve Drilldown
= Citw/T
ol Swap Axes
= Contract Typ Properties b
* CostCenter  raciations and Translations »
= County Documents 3
= Division Sort Appropriation »
= Function
= Major Group
Continued...
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HR Drilldown in the Rows/Columns, cont..

Result: The AFRS Task Characteristic is added to the rows of the report results.

Organizational Unit >  Fund & Master Index = Appropriation Indef = AFHS Program Index &
AB 2008/300 2009102/0/Not as=igned 20091 02/0/970 Z008/102/0¢51000 - - o - - -
Fund = Master Index = Appropriation Index = § AFRS Task = AFRS Program Index =
2008/102/0452000
20059/300 200%102/0/Not assigned 20091 02/0/570 200910/102/0/500/1 0/Not assigned/ 20091 02/0/51000
2008/102/0/53000
2009/10/102/0/500/20/Not az=igned/ 200941 02/0/52000
2008/102/0/55000
200941001 02/0/500/30/Not as=igned/ 2009/102/0/53000
2008/102/0/58000
200941 0/102/0/500/50/Not as=igned/ 2009/102/0/55000
A 2009/415  2009/111/0/Not as=signed 20091 11/0/501 Z008/111/041 100
20091 0/102/0/500/80/Not as=igned/ 2009102/0/58000
Resuft
2009/415  200%/111/0/Not as=signed 200511 1/0/501 200910/111/0M 04 041 0/Not azsigned! 20094 11/0/1100
e EE}E}ERETE
Z008/111/041300
Bl 1114041400
Report Results Before Drilldown in Rows for AFRS Task Report Results After Drilldown in Rows for AFRS Task

Continued...
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Keep Filter Value

BW/BI Financial reports were designed to provide the user with flexible reporting options. The Keep Filter
Value context menu item allows the user to view report results for a specific value. For example, the user
may want to view report results for a specific Organizational Unit only.

The example below uses the Distribution of Payroll and Related Costs report to show how to use the Keep
Filter Value option to filter report results to include only those records where the Organizational Unit is

“AA”
.

To use Keep Filter Value:
' 1. From the report results, click the “AA”

value in the Organizational Unit

coliimn to onen t
ALV AN ~ -

b Al

2. Select Keep Filter Value.

Section 13: BW/BI Financial InfoCube

Organizational Unit >  Fund = Master Index = Appropr
AB 2005/300 2005M02/0/Mot as=igned  2005/104
Ak 001 000011 1/0/Not agsigned 200911

Keep Fiter Walue

keep Fiter Value on Axis
Broadcast and Export Fitter and Drill Down By  »
Save View Select Filter Value
Properties ¥ Variable Screen
Calculations and Translationz P
Documents 4
Sort Organizational Unit k

Continued...
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Hn Keep Filter Value, cont..

Report shows values for all Organizational Unit, but the
To remove the “Filter Value”:

Organizational Unit column is not in the report results.

= Organizational Ui .IEE.Ck Y Biennium= Agency s Sub-Agefcy s  Hund 3 Master Index =
= Payroll Area Cole N 2009 2009/102 200910240 3009/300  2009/102/0/Not assigned
= Perzonnel Areg . -
Fitter M| Select Fiter Walue
Chir TS DT 3 Remove Filte :
= Section Broadcast and Export b Jariable Screen
= Sub Activity Save View | 2008111 20081110 40080415 2009/111/0/MNot assigned
= Sub
. oy Right click Organizational Unit and
[{] = ”» 13 s ”
- suf select “Filter” - “Remove Filter Value”.
= Subc—mreooeer— oo —
= |Init Sort Organizational Unit 4
T
= Month of Service / N Biennium® Agency ® Sub-Agencyfs Organizational Unit®  fund & Master Index & Appropriation Index &  AFRS Program Index &
{'_mﬂ ______ / \__\ 2009 2009/102  2008/102/0 AB 008/300 Z009/102/0/Not assigned  2008M102/0/570 2009/102/0451000
2009/102/0/52000
\ I' Organizational Unit k 2009/102/0/53000
“n l'_Pﬂ"rﬂl ’HEE _______ __ _ 2009/102/0/55000
\ 2009/102/0/58000
1‘,\ " PEFSDHHEIAFEE 20094111 2009/11140 AR 005/415  2009/111/0/Not assigned  2008/11 /00501 200911 1/001100
\ = Program
§ .
‘a,x = Section
\ = Sub Activity 2008/111/0/1300
\g\‘ = Sub-Object
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Select Filter Value

BW/BI Financial reports were designed to provide the user with flexible reporting options. The Select Filter
Value context menu item allows the user to select a filter value from a list of filter options.

The example below uses the Distribution of Payroll and Related Costs report to show how to use Select Filter

Value to filter on a specific
Organizational Unit

To use Select Filter Value:

1.  From the report results, click the

Organizational Unit column header.

2. Click Select Filter Value from the

Context Menu.

3. From the Select Value screen, check

AB.
4. Click Add and OK.

Result: Report results for Organizational Unit AB

only are displayed.

Biennium =  Agency =
2009 2009102

2009

e

Sub-Agency = Organi=-t=~=11
Back
2009/102/0 AR s

Covmed &

""‘: rndex = A
N F 02/0/Mot aszigned 2

Show tool: |Single values ﬂ Show view: |Al

All

Biennium s Agency s Sub-Agency =] Organizational Unit 5
2009 20091102 20091102/0 AB
20058111 200511110 AB

Section 13: BW/BI Financial InfoCube

Fund =

2009/415  Z2008/111/0/Mot as=igned 200511 1/0/501

Master Index =

2005/300 200%/102/0/Mot as=igned 20091 02/0/570

Appropriation Index =

Add »

4 Remove

Select values for Organizational Unit (OEMPLOYEE_ DORGUNIT)

[~]
Selections
]

Type Description

| = e

ﬂﬂ Change Orderjg

Maximum | 1000 Refresh
Organizational Unit Text =

T

_ |

[ e

| aF

|~

T

| Aw
AFRS Program Index =
20091 02/0051000
Z2009M02/W52000
20091 02/053000
20091 02/W55000
20091 02/0/53000
Z008M111/02100

Continued...
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HR Select Filter Value, cont..

The Select Filter Value option can also be set through the Navigation Block. The example below uses
the Distribution of Payroll and Related Costs report to show how to use the Select Filter Value from the
Navigation Block.

Sub-Agency s Organizational linit2  Fund 2 Master [ndex = Appropriation Index =
Back 3
2009/102/0 AB F::n . {nzmmut assigned  2009/102/0/970
To set or remove a filter from the report Select Fiter Valus _|
results: Change Oriaown J| Remove Fitter Value
| | Broadcast and Export ¥ “ariable Screen
. From the report results, click Save View
the characteristic that you want to | zoosin11 BB erties , 111/0/Not assigned  2009/111/0/501
remove the filter from. Calculatienz and Tranglations »
Documents k
Sort Organizational Unit k

2. Select “Filter” > “Remove Filter

Value”.

Continued...
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HR Select Filter Value, cont..

Biennium = Agency = Sub-Agencys| OrganizationalUnits Fund®  Master Index = Appropriation Index >  AFRS Program Index =
2009 2008102 200911020 AB 2008/300  2009M102/0/Not az=igned 200941 02400570 20081 0200051000
20051 052000
200811 020053000
20081 0200055000
20051 0ASa000
2008111 2008M11/0 Ad A08/415  2009111/0/Not az=igned 200541 11/00501 2009111401100

20058/111/00M 300

Result: Report results for all Organizational Units are displayed.

Continued...
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Select Filter Value, cont..

The Select Filter Value option can also
be used to add or remove Key Figures
from the report results.

The example below uses the
Distribution of Payroll and Related Costs
report to show how to use the Select
Filter Value option to remove selected
Key Figures from the report results.

!/To remove a Key Figure:

1. From the report results, click on
any Key Figure heading

2. Click the “Filter” > “Select Filer
Value”

3. Select the Key Figures that you DO
NOT what displayed in your results
and click Remove and OK.

Section 13: BW/BI Financial InfoCube

Staffy——=——
Al Back

State Higher State

Commizgzioned

n. Exempts FEducation.. Specials State Patrol .
it b ¥ AL Exempt ~ AF Officers
Keep Filter Value AG
CIange OTmoao v FT Keep Fiter Value on Axiz
Broadcast and Export b Fitter and Dl Down B 5
Save View
Remove Filter Value
Properties ¥ Wariable Screen
Calculations and Tranzlations ¥
Documents k
Sort
Select values for Key Figures (D3BS8ZZY.J60BZBIP1BNLG3FTV)
Show tool: | Single values ﬂ Show view: A J
All Selections
oy Fioures Tep & |~ (= ]
Key Figuies Texis |y 28
i Type Description E|
Staff Months [ Out of State
T Per =| Meals Taxable
— GF-SW46
FTE T | .
(Average by = E:;:;;:éeneﬁts
_ Period) U
State —
Classified = T::";::mp'"m
Salaries
AA | NZ-SW31
] Higher Settiement
9 = Interest
Education B
Classified —
_ |8 J o TOTAL
State GROSS PAY
Exempt Retirement
_ | ac J = =
Higher 0As|
Education J = BA
|| E\xuamm J = g;dmare |
State ; | .
Remove Medical Aid
Special ’7 =
AF BC-SW33
] Commissioned ’7 = guepd:leall';:ta\
State Patrol
Officers SC-siss
AG ’7 Industrial
] = Insurance
State Other
A BC-SW35
| Higher Medical Aid &
Eugucatmn =| Industrial Insurance
= = Continued...
g m ncel o
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Select Filter Value, cont..

Staff Monthe &= State
Clazsified .
Salaries
Al

¥
0.210 540.33
0.120 337.70
0.100 27016
0.020 67 54
0.030 135.08
0.500
0.500
0.500 2.125.00
0.500
0.500

Buy-Out ..
AS ¥

Terminal TOTAL &
leave = GROSSPAY ™
AT

3

540.33
337.70
270.16
67.54
135.08
4,369.50
2,543.00
2,125.00
5 85738
3,750.00

Retirement ..
BB =

33.11
20.70
16.57

414
2.28

208.50

155.89

130.26

351.54

229.88

045l . Medicare o
BA ¥ BH -
] ]
33.15 778
2072 4.24
16.53 3.68
415 0.97
&.28 1.84
300.39 T0.25
157 .66 35.67
130.66 30.56
363.63 85.04
231.41 3412

Medical Aid &

Industrial Insurance =

BC

¥
455
285
229
0.57
1.14
14.93
14.593
14.23
13.42
13.88

Health
Ingurance =
BD

141.39
63.38
70.70
17.68
35.35

353.50

353.50

353.50

353.50

353.50

TOTAL .
BENEFITS ~

3
220.00
137.49
110.02

2751
54.93
1,037.57
718.85
£59.21
1,177.13
38279

TOTAL =

3

760.33
475.19
38018
95.05
190.07
5,907.07
3,261.35
2,784
7,075.01
453279

Section 13:

Result: Selected Key Figures only are displayed in the report results.

BW/BI Financial InfoCube

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the BW/BI Self-Paced Learning Materials - Report Context Menu
for more information on Back to Start.
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HR Sorting

BW/BI Financial reports were designed to provide
the user with flexible reporting options. BW/BI

. . . Biennium % Employee ¥ Cap.Utiization LviS A =
Financial Reports allow the user to Sort data using [ "  ‘Back R s e T e
2009 100.00 2008111
the Context Menu. | Goto b
1 100.00 2008111
Fitter 4
o ° Change Drilldown k 100.00 2009111
The example below uses the Position Cost report | Broadoast and Export , 100,00 20051111
to show how to sort the Employee Characteristic Save View 100,00 S008It
by Name rather than Key. 100,00 T
Propertiez F
] . . 100.00 2008111
R Calculationz and Tranzlationz »
To Sort the report results by Job Name: . 100,00 2009102
Sort Employee ' Ascending by Text

v [Dezcending by Text

1. In the report results, click on any item in siscending by Key (Internal)
the Employee results to open the Context Descending by Key (Internal) |
Menu.

2. Select Sort Employee - Ascending by Text.

Biennium=| Employee = Cap.Utiization Lwvl> Agencys Sub-Agency =
Results are sorted by the Employees 2009 30000134 Aardvark. David A. 100.00 2009/111  2008M111/0
last name in Ascending order 30000135 Appletree, Susie Q. 100.00 20091111 2008M111/0
30000136 Austrailia, Robert 100.00 2008011 200811140
30000137 Buffalo, Cody 100.00 20084111 2008M1140
30000138 Crabapple, Tanya 100.00 2000/111  2009M111/0
20000139 Dornte, Peter 100.00 2009411 200911140

Continued...
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Bookmark

The Bookmark context menu item allows the user to save their user-defined report result settings once
they have added/removed rows or columns, applied filters, sorted columns or defined any other settings.
Bookmarked report results retain the variable values used to run the report.

In the example below, the Distribution of Payroll and Related Costs report was run with user-defined

settings.

To create a Bookmark to
save report result settings
for future use:

1/ From the report results,
click on any item in the
table to open the Context
Menu.

2. Select “Broadcast and
Export” - “Bookmark”.

3., ABookmark link is
established and the “Add
Favorites” box is
displayed. Click OK.

Distribution of Payroll and Related Costs

Display As Tatble

ﬂ Infurmatiun| Send| F‘rintVersil:ln| Export to E:-:Del| Cl:lmments|

¥ Columns
= Key Figures
~ Rows
= Biennium
= Agency
= Sub-Agency
= Organizational Unit
* Fund
= Master Index

= Apprepriation Index

= Org Index Calculations and Translations I Bookmark
= Project Documents 4

Organizational Unit =
30000433 AB

Broadcast E-idaii

Broadcast to Portal
Broadcast to Printer
* AFRS Program Index Properties *  Exportto CSV

Fund &

2008/300

2008/415

[ Bookmark "BOOKMARK=D3FLT1237I0AQS0F1PI2OD5H2" zaved

Dizplay As Tatble

ﬂ Information | Send | Print WVersion | Export to Excel | Comments |

* Columnz - —

* Key Figures Add Favorite
* Hows

Intemet Explorer will add this page to your Favorites list.

= Biennium H Lll

* Agency 2 [ ] Make available offine g

= Sub-Agency

* Organizational Unit Mame: | BEx Web - Distribution of Payroll and Related Costs

* Fund

Continued...

Section 13: BW/BI Financial InfoCube
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Bookmark,

Cont...

To run the User-Defined Who Charged Report - Summary bookmarked report:

1./ Select the Bookmarked report from the
Favorites folder.

Favorites Tools Help
Add to Favorites. ..

Organize Favorites...

Links

Distribution of Payroll and Related Costs

= Sub-Agency
= Organizational Unit
* Fund

Display As |Table ﬂ Infurmﬂtiunl Senl:ll Print Wersion || Export to Excel | Comments
 Columns
= Key Figures
* Hows
= Biennium Biennium= Agency = Sub-Agency s Organizational Units  Fund =
= Agency 2008 2008402 20081020 300004583 AR 2008/

i

@ Access Washington

Q'Ll BID MetWeawver Portal

&) BIP Netweaver Portal

QLl BIQ MetWWeaver Portal

:El BP0 Enterprise Portal 6.0 non-sso
&] BW-BI Expert Online

&] Citrix

Master It 54 pEv - sAP Enterpriss Portal 6.0

4 & | BEx Web - Distribution of Payroll and Related Costs

LU VG Y

20051 0:2/0/53000

defined settings.

Result: The User-Defined Bookmarked report results are run in the Web Browser with the user’s

To change the variables of your Bookmarked report, select the
“Filter” option from the far right in the report. Select the “Variable
Screen” and enter your new variables and click OK.

Variable Entry

Distribution of Payroll and Related Costs

c I_ I
33.15 7.76 Close | Variable Screen | fDisplay All Fiter Values |
I 1

Fiter|Settings
o v Display As Table |~ _information | _Send | Print Version | Exportto Excel | Comments
To adjust fitter ares, drag characteristics from navigation area into fiter area
0AS| . Medicare . Filter ical Aid & Activity Show All Values || AFRS Program
BA - BH = ndu=trial Inzuran Agency: Show All Valuss || Allocation Code}
Payroll Area Show Al Values ﬂ Personnel Area|
E C’ Program: Show Al Values ﬂ Project:
Section: Show All Values || Sub Activity:
Sub-Object: Show All Values || Sub-Program:
s 5 Sub-Source: Show All Values || Sub-Sub-Obje
Work Class. Show All Valuss ||

Available Wariants: J Save || Save As. Delete | Show Variable Personalization

Variables
Variable = Current Selection Description
Mumber of Pay Periods. 1 1
Appropriation
Budget Unit
Personnel Area - Select (Optionaly 1110 Dept of Personnel
In Period (yyyypp) 200810 200810
For Period (yyyypp)
Position (Optional)
HR as of date (mm/ddfyyyy) [Key Date] 06/04/2008 06/04/2008

I m lhack Cancel

Section 13: BW/BI Financial InfoCube
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Bookmark, cont..

To remove the User-Defined
Distribution of Payroll and Related
Costs Bookmark from the Favorites

folder:

1.

3.

From the Web Browser’s
Favorites list,
select the Bookmarked report.

Right mouse-click the
Bookmark to be
removed.

Select Delete.

Result: The User-Defined Bookmarked
Distribution of Payroll and Related
Costs has been removed.

Section 13: BW/BI Financial InfoCube

Favorites Tools  Help

Add to Favorites...

Organize Favaorites. ..

I Links

@ Access Washington

@ BID MetWeaver Portal

&) BIP Netweaver Portal

@ BIQ MetWeaver Portal

@ BP0 Enterprise Portal 6.0 non-sso
&] BW-BI Expert Online

&] Citrix

_@’] DEV - SAP Enterprise Portal 6.0

o |

Print

2] BEx Web - Distribution of Payroll and Related Costs

Make available offine
Send To 4

Cut
Copy

Create Shortout

Delete
Rename l‘

Sort by Mame
Properties
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HR Using the Goto Command

WSD Personnel

The Using the'Goto Command section provides an overview of the Goto command functionality and
includes alist of BW/BI Financial reports with Goto sub reports.

Topics covered in this section include:

> Using the Goto Command
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HR Using the Goto Command

BW/BI Financial reports were designed to provide the user with flexible reporting options. BW/BI Financial
Reports contain sub reports that are accessible from the main report results. The Goto Command allows
the user to access sub reports from the context menu.

The example below uses the Distribution of Payroll and Related Costs report to show how to use the Goto
command to run a sub
report.

*| Ordered by Employee
Fitter ¥ | Selected Org Unit ordered by Emploves

To/use the Goto command: 335 Change Drildown b Selected Employee 0417
. . age Broadcast and Export 4 100.00 70081842 0416

. !From the repor.t resylts, click any item a05 Save ViEw 100.00 P——
in the results (in this example, the (74 PErSONaize Web Application b 100.00 0005801 | 261
personnel humber was click). 20 o s } 100.00 P———

_ Click Goto = Ordered by Employees./ 438 Calculations and Translations * 100.00 TOOO5830 0043
288 Documentz 3 10:0.00 TOO0S840 0063

200, Sort Employss r 100.00 70005947 0371

Result: The “Ordered by Employee” sub report results are displayed.

Distribution of Payroll and Related Costs - Ordered by Emplo

Display As Table ﬂ Information | Send | Print Wersion || Export to Excel | Comments

¥ Columns
= Key Figures

* Hows
= Biennium
« Employee Biennium= Employes = Cap.Utiization Lvl= Position s Agency = Sub-Agency = Organizational UntS  Fund 5
* Position 2009 20000125 Doe, JaneP. 100.00 TOO0S948 2008411 2009M111/0 AA 2009415

Continued...
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HR Using the Goto Command, cont..

The table below contains a list of BW/BI Financial Reports that provide Goto sub reports.

Report Name Goto Report

Distribution of Payroll and » Ordered by Employee

Related Costs Report » Selected Org Unit Ordered by Employee
ZZPY_C51_Q180 » Selected Employee

Position Cost Report » Employees Charged to Position

ZZPY_C51_Q450

Who Charged Report Detail for selected Organization Index
Who Charged Report Detail

1
va
0
o
A
x D
O
o
=
-+
YV VY
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